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¢ Cblnf. Reeords Admini stration Staff

Seiiew: Tdepossl Authorizoticp for Certain fommnicstion Combrel Bseovds

1. fisposal standards Doy cexrisin commnications swanirel roecsrds ave

0w appoved for Agency-wids cpriicatiom. The Offiss of Security and the

A
Ex )

iwp Seerst Contxol Offiesy heve concazrad in the dazbrastion of thess
#fger retention for srecified pericds. lsgel sathorization to des.-
- ilnge recovds hag slss been obtalned from Feticwal Arshives and the

f@@ﬂ@%; Thuee records sre:

B

. ‘Top Secrxet logs. Top Secyel logs weintsinsd =t coniwel points
to indicate sooounitebility for Top Becret dctuperte, end fwe
Tieating the reciipt. 4lspsich or desbruction of ths Socuments.

fpproved Digposst: Destroy 10 yesrs sfter docupenis ghown on
foume ave Aownge aﬁ&a transferred 4o the Rarords Cenker, des-

troyed or sent ovkside eowmivol poind.
e  Top Seeret Cover Sheets.

Aprroved Digposal: Destroy 10 years after decument hes beso
Ioengrened, deswoyed, or send outsids CIA.

Beovet sud Belovw Llege. AL) fovms used to record the recelipt
wd, distribution of frcoming and outgoing Commnicetions.

Aprecved Digposai: Destroy sfisr 1 yesr.

o Deaseified Docuncut Recelpts (Top Sseret, Sesrel, aud
Poniidenbial) .

Mppwoved Disprsal: Destroy afber 2 years.

v, Ceoorler Receipte iveluding TOP SEURET (otbher then those re-
Sainsd by the Lexoey Courier Office).

Apveeowed DL el 2 Noveewsrd Material. Dagtsoy after 3 sondhs.

AN e, AP

%o Heonrds OPf€icers eheuld thersfore veview thelr Rescordes Contrsl

Betm@clen and make appropristc chengsa in ¥he dlspositisn insteustions for
thuwe itoms B0 permit thely drstruction. Schefules of yoor records msise
Rl oY this Beaff are being changed asevedingly. The Becords Cender o

¢ pokified o mbe similer chenges i the coplesr of cebedules they raine
snd b0 initists action 4o destroy the redired records covered by this

supsacorization.
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COSTS TO STORE ARD SERVICE ORE CU.FP. OF RECORDS {2,000 PIECES OF PAFER) FOR ONS YEAR.
I. AGEECY OFFICE COSTS
1. Equipmeat - The pro-vata cost for 8 cu. 4. capacity filing

equipment, is $259. Awmortized ovey 10 years, this eguipment e
would cost $25.90 per yesr ox $3.24 for one cu. £%. capacity $ 3.2k Y

2. Space - One cu. fi. of records regquires ene sg. M. of Floor T ’ L
‘space nnnnnn uounun‘---——dnn—u-uum-—dmn ﬁmi'm‘/
3. Cost to Store One Cu. Ft. of Records for One Yemsy « ~ - -« « = &  6.24
S
4. Personncl - One employee GS-% - $4%,775, can service 96 cu. Ly 49

£t. of records { on Rand, “How to Meacure Your Piling
Coste and Efficiency'}. ‘

5. Cost to Service Ome Cu. Ft. of Records for Oue Year - - = ~ o & ho.Th

6. TOTAL COST TO SFORE AMD BERVICE 1 CU. FP. OF RECORDS (ONE B
HALF FITE DRAWER) PER YEAR TN OFFICE GPACE = = = - o - - - $735.08
II. AGENCY ARCHIVES AND RRCONDS CENVER 0OSTS '/’ggl
i_)LL s

1. Constyruetion Cost

a. Construetion cost of Center including equipment - -~ - ~ 3686,880.00
2. Total cost per year based ou 20 yesrs amoriizetion- - - 3 3h,3%0.00

2. Space - Cost per cu. fi. per year based on 103,380 cu. #t

capreity ~ = - « - .. e m .o I . . .33
3. Egquipmeut - Records Centey BOX - ~ = = « @ w = = o = o = o o $ 09 -

4. Cost to Store Oue Cu. Fi. of Records for one VAV = = ~ w =

5. Persommel - Figeal Year 1064 ~ $127,500 in .01l Punds to
havdle 95,738 cu. Pt. of records (8é,3652 cn hand at epd of
year; Disposition taken oo 13,286 cu. 4. during the year).

6. Cost o Service One Cu. Fb. of Records per year in
Becords Center - « « = ~ « .. e e e $ 1.33

7. TOPAL COST TO STORE AND SERVICE 1 OU. F9. OF RECORDS
PER YEAR TN RECORDS CBNTER ~ « « = = = = = o o o w o w o - 4 1.7

CALL RECORDS ATMINISTRATION STAVY - Xoh&S - FOR ADIGTIONAL IRP(IGNTION
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